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SUBJECT t Reporia lManagemeni

1. Administrative and managemsent Teports congtitute 3 major portion of
our sver increasing paperwork volume. To what extent can we increase the value
of these reporta and provide simpler and more direct reporting methods? Eovw
many of our reports duplicate other paperwork, or 1n other ways ars nonessen-
tial? mt&wrmﬂsmtiﬂM»mqmmmﬁmﬂ HWe do not
Mthewfarwhﬂnmukmumnglmkn%pmm.

2, I bave therefore requested the Chief, Mansgement Staff to coordinate
ammmntmwmmm/s area. As an initial step you are
ssked to survey your reperting requirements to deiermine whereby improvemenis
can be effected immediately, and to provide the foundation for a continuing
program, Eoclosure 1 provides instructions for this survey. Information of
a general nature is contained in enclogures 2 through 6., Additional copies
of 811 snolosures may be obtained from the Management Staff, Extension 3862.

3. A UD/S Reports Review Panel composed of the Recerds Mansgement
officer for Reporis, Hamsgement Staff as Chairman, and Reports Management
officers representing Offices and Staffs, will review 311 recommendations on
inter-0ffice and inter-Staff reperts. Reeommendations on intra=Cffice and
wmommau_MMﬁmefummrersmcmex
isvel. Ths Management Staff will follow through or recomsendations of the
mianmxaﬁwpmazuwmwmmwmfwﬂ), and
will assist you with the development of improvsments resulting from your surveys.

L. The target date for completing your phase of this survey is 7 Hovember.
Recemmendations developed within your office during this survey will then be
considered and acted wpon, and you will establish precedures for effective
continuing control and improvement of reports within your area. The Chief,
Manugemsnt Staff will provide geldance in establishing your Reports Manage-
meat Program. 25X1A
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